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SOLICITATION NUMBER: 43/2021
ISSUANCE DATE: November 17, 2021
CLOSING DATE/TIME: December 8, 2021

SUBJECT: Solicitation for Cooperating Country National Personal Services Contractor (CCN PSC)
Development Outreach and Communications (DOC) Specialist, FSN-11,
USAID/Central Asia (USAID/CA), Almaty, Kazakhstan

Dear Prospective Offerors:

The United States Government, represented by the U.S. Agency for International Development
(USAID), is seeking offers from qualified persons to provide personal services under contract as
described in this solicitation.

Offers must be in accordance with Attachment 1, Sections | through V of this solicitation.
Incomplete offers will not be considered. Offerors should retain copies of all offer materials for

their records.

This solicitation in no way obligates USAID to award a PSC contract, nor does it commit USAID
to pay any cost incurred in the preparation and submission of the offers.

Any questions must be directed in writing to the Point of Contact specified in the attached
information.

Only short-listed candidates will be contacted. No late submissions will be accepted.

Sincerely,

Michael Teske
Contracting Officer
ATTACHMENT TO SOLICITATION NO. 43/2021

. GENERAL INFORMATION

1. SOLICITATION NO.: 43/2021
2. ISSUANCE DATE: November 17, 2021
3. CLOSING DATE/TIME FOR
RECEIPT OF OFFERS: December 8, 2021 (6 p.m. Almaty Time)



4. POSITION TITLE: Development Outreach and Communications (DOC) Specialist, FSN-11
5. MARKET VALUE: $ 36,065 — $ 46,638 gross per annum in KZT equivalent to FSN-11 (incl.
allowances and annual bonus)
In accordance with AIDAR Appendix J and the Local
Compensation Plan of USAID/CA/Kazakhstan.
Final compensation will be negotiated within the listed
market value.
6. PERIOD OF PERFORMANCE: Full-time: 40 hours per week
7. PLACE OF PERFORMANCE: USAID/Central Asia (USAID/CA), Almaty, Kazakhstan 8.
ELIGIBLE OFFERORS: All HOST COUNTRY NATIONALS
9. SECURITY LEVEL REQUIRED: FSN SBU
10. STATEMENT OF DUTIES:

BASIC FUNCTION OF POSITION:

The Regional Development Outreach and Communications (DOC) Specialist provides outreach and
communications support to the U.S. Agency for International Development/Central Asia Mission
(USAID/CA). Specifically, the DOC serves as the primary point of contact for media and public
information requests regarding USAID/Central Asia’s programs. The incumbent develops responses to
these requests in consultation with the Senior Regional DOC Coordinator at USAID/CA. The incumbent
maintains USAID/Central Asia's social media accounts and leads in developing standard mission
communications products, including social media content, speeches, and talking points, and provides
public information quality control, especially Russian and Kazakh language content. The incumbent will
assume all Development Outreach and Communications functions for all bilateral activities in
Kazakhstan and Turkmenistan and all regional activities managed by USAID/CA. Additionally, the
incumbent provides DOC support to the bilateral missions of Tajikistan, Uzbekistan, and the Kyrgyz
Republic, as needed. This position reports to the Senior Regional DOC Coordinator or his/her designee
within the Strategy and Program Office. The incumbent will collaborate closely, provide support and
communications training for technical office team members, country office teams, and implementing
partner communications contacts to implement USAID/CA’'s communication outreach strategy. The
Specialist collaborates with the U.S. Embassy Public Affairs Sections (PAS) in Kazakhstan and
Turkmenistan to promote mission messaging.

MAJOR DUTIES AND RESPONSIBILITIES:
Organizational Support 30%

A. Initiates and coordinates interviews with, and helps write talking points for, the Mission Director and
other CA personnel. Writes stories for media-focused outlets as needed.

B. Trains CA staff and implementing partners on Agency policy and procedures of development
outreach and communications.

C. Coordinates and liaises with, and fields questions from, Development Outreach and
Communications (DOC) counterparts from around Central Asia as queries relate to USAID/CA
regional programs.

D. Fulfills role as writer/editor and ensures quality control of all forms of public information (internal and
external of USAID) for USAID/CA, especially Russian and Kazakh language content.

E. Ensures all event information, internal and external, (e.g., briefing checklists, scene setters, talking
points/remarks, briefers, content for social media, web posts, and external online communications
platforms) or engagements or activities that involve the Ambassador, Deputy Chief of Mission,
USAID Mission Director, or Deputy Mission Director, have been prepared and meet quality



standards and time requirements. This includes ensuring all required clearances have been
received, coordinating with bilateral missions, USAID offices, and embassy PAS staff to issue press
releases, ensuring all necessary time requirements are met and clearances have been received.

F. Assists USAID implementing partners in branding and marking compliance and contributes to
ensuring that USAID/CA follows Agency branding and marking policies.

G. Develops and maintains templates for various communications tools, standard operating
procedures, and guidelines for planning and managing events.

H. Maintains and updates matrices of implementing mechanisms, including regional, bilateral, and
Washington buy-ins.

I. Coordinates with the procurement office to identify and order USAID branded materials to increase
USAID’s visibility.

J. Drafts success stories for USAID/CA’s audiences in coordination with the senior DOC and LPA
colleagues.

Press and Outreach 30%

A. Monitors local and international press coverage for awareness of and attitudes towards U.S. foreign
assistance through CA’s regional programs. Coordinates with technical offices and embassies’ press
teams to produce and release timely, accurate, and useful written information to local and
international media. Expand opportunities to keep media abreast of CA programs, which may include
arranging interviews, briefings, and media tours of CA programs. Advises the mission Front Office
and staff to ensure the media coverage is culturally and politically appropriate.

B. Responds to inquiries from the public, media, and other sources about CA programs and
activities. C. Compiles briefing books tailored for individual high-level visitors as well as press

packets.

D. Drafts, translates, and disseminates fact sheets, press releases, newsletters, brochures,
presentations, responses for requests for information, and all other public information materials
relating to CA activities.

E. Maintains the outreach calendar and event planning tracker in close coordination with CA
implementing partners and the Agreement Officer's Representative (AOR)/Contracting Officer's
Representative (COR). Maintains a calendar of country and program profiles so that all information
sheets are updated on an annual basis, sent to Washington, and posted on the USAID website
including in Russian and Kazakh.

F. Organizes and coordinates press events for CA programs in conjunction with CA staff and
implementing partners. This includes conferences, activity launches, fora, press conferences, and
other ceremonies. Compiles and disseminates press packets; deals with protocol issues, site
selection, staging, and logistical issues; identifies and schedules speakers; provides on-site
coordination of media; follows up with media to ensure coverage of public events.

G. Organizes, plans, and helps implement innovative public events highlighting CA’'s development
objectives and activities with the purpose of engaging the local public throughout Central Asia in the
goals of USG foreign assistance.

H. Provides the Regional Mission Director, Deputy Mission Director, Technical and Country Office



Directors guidance and training to prepare for and effectively participate in press interviews, press
conferences, and other media engagement as needed during events.

Digital Outreach (Social media, web, photos/video) 20%

A. Manages CA social media (Facebook, Twitter, Exposure, YouTube) and website materials (drafts
and translates content, posts new content regularly, maintains Facebook and Twitter discussion
chains, and produces analytic usage reports). Coordinates the mission’s Facebook advertising and
presents monthly progress reports.

B. Translates complex messages and technical information into understandable and meaningful
messages that resonate with target audiences in host countries and the U.S.

C. Photographs and shoots video of CA events for the CA and embassy websites and for CA’'s archives.
Designs and maintains a photo and video library for CA’s use through Flickr and YouTube.

D. Coordinates the work of hired photographers, videographers, designers, etc. to ensure compliance
with USAID branding, mission messaging, and communications and outreach objectives.

Implementing Partner’s Training 20%

A. Plans, organizes, and conducts trainings and workshops in conjunction with the regional DOC team,
regional programs, implementing partners, and country offices in Turkmenistan and Kazakhstan on
developing communications materials, conducting events, storytelling, and other communication
tools.

Travel: Performs work-related travel to support events, programs, beneficiary interviews, trainings and
workshops in conjunction with the regional DOC team, regional programs, implementing partners, and
support offices in Kazakhstan and Turkmenistan, and Tajikistan, Kyrgyz Republic and Uzbekistan
missions.

Supervision Received: The Regional Development Outreach and Communications (DOC) Specialist
will be supervised by the Senior Regional DOC Coordinator. The Senior DOC sets the overall
assignment objectives, program emphasis, and resources available. The incumbent is expected to
perform duties independently and will work closely with the USAID/CA mission and coordinate
frequently with USAID/CA technical offices, country offices, USAID partners as well as Public Affairs
Sections and other appropriate embassy staff at the relevant U.S. embassies in the Central Asia region.
The incumbent resolves most problems or conflicts that arise, consulting with the Senior DOC and/or
the Public Affairs Section where policy has not been established. Completed work is reviewed by the
Senior DOC Specialist or the Strategy and Program Office Director or his/her designee for adherence
to established policy and meeting the expected goals of the mission’s communication standards and
plan.

Supervision Exercised: The supervision of other USAID staff is not contemplated.
11. PHYSICAL DEMANDS: The work requested does not involve undue physical demands.

12. POINT OF CONTACT: USAID/Central Asia Human Resources Office, e-mail:

CentralAsiaJobs@usaid.gov (with autoreply) and/or almatyhr@usaid.gov
Il. MINIMUM QUALIFICATIONS REQUIRED FOR THIS POSITION

a. Education: A Bachelor’s degree in communications, journalism, marketing, public relations,
advertising, or related fields is required.

b. Prior Work Experience: A minimum of five years of progressively responsible professional



experience in communications, public relations, journalism, or advertising, in an English-language work
environment is required. Proven experience in disseminating information to a variety of target
audiences, via verbal communications, print, broadcast, social media, and/or the Web, is required. Must
have a demonstrated track record in writing, including speeches, press releases, internet and social
media content, newsletters, fact sheets, etc.

c. Language Proficiency*: Level IV (fluent knowledge) of English and Russian (reading, writing, and
speaking), level lll (good working knowledge) of Kazakh are required. The incumbent is required to be
able to prepare a variety of documents containing complex analysis of highly specialized technical
information in concise and thorough manner in both English, Russian and Kazakh languages as well as
answer any type of correspondence in a professional and competent manner requiring little or no
editorial changes.

* will be tested (writing, reading and speaking)

d. Job Knowledge: Must be familiar with local media and the relationships between media
organizations. Must understand political orientation of national and regional media outlets. Thorough
knowledge of media operations (print, television, Internet, radio, social media) in public relations with a
broad understanding of issues related to international development is required. Detailed knowledge is
also required of each sector in which USAID/Central Asia works, including transboundary trade, energy,
and natural resources (water); democracy and governance, countering violent extremism and trafficking
in persons, women and youth, and health. Thorough knowledge of the principles, methods, practices,
and techniques of communication, and skill in applying such knowledge to develop written information
materials for dissemination through a variety of media, in order to determine and effectively use the
most appropriate means for transmitting information, and to evaluate the effectiveness of plans
developed to communicate with targeted audiences. This includes an understanding of the use of
written communication in developing news releases, social media posts, feature stories, background
statements, fact sheets, media spots, and scripts that effectively transmit information about complex
USAID/Central Asia activities and functions, including a nuanced understanding of the different media
environments in Kazakhstan and Turkmenistan, as well as specialized knowledge of the partner
missions (including the Kyrgyz Republic, Tajikistan, Uzbekistan, and Afghanistan) and the surrounding
region. Must be well equipped in social media tools and proven record of effective Facebook
advertising.

e. Skills and Abilities: The incumbent must have an ability to work as a team member and provide
leadership in the areas of his/her competencies:

e Must have strong people skills and ability to interact, communicate, present to, and establish and
main effective working relationships with stakeholders at all levels (internal and external).

e Ability to craft information messages in various media formats such as press release, speech, talking
points, fact sheets targeting a variety of audiences is required.

e Must be comfortable working independently, managing several activities at once, and working under
pressure to meet short deadlines, including how to shape a story and get it published, responding to
media inquiries promptly, etc.

e Ability to populate, maintain, and analyze the website and social media usage is required.

e Must be proficient with computer and office software such as Microsoft Word, Excel, PowerPoint,
Google, and Gmail and strong digital photography, photo editing skills, as well as video capture and
editing.

e Ability to contribute to different types of social media platforms such as Facebook, Twitter, YouTube,



Flickr, and Instagram is required. A flair for graphic design, as is Adobe Photoshop, Adobe lllustrator,
and/or Adobe In-Design software.

e Must be able to edit in English and Russian languages (ability to edit in Kazakh language) to
produce final products in good journalistic style. Ability to communicate highly effectively in written
and oral forms is required.

e Must be able to establish priorities, adhere to and meet established deadlines, and perform
responsibilities and duties with minimal guidance.

e Must be able and willing to travel both locally and internationally.
lll. EVALUATION AND SELECTION FACTORS

Applicants will be evaluated against the following criteria:
1. Education (10 points)
2. Prior Work Experience (20 points)
3. Language Proficiency (20 points)
4. Job Knowledge (20 points)
5. Skills and Abilities (30 points)

IV. PRESENTING AN OFFER

1. Eligible Offerors must fully meet the minimum qualification requirements. Qualified individuals are
requested to submit a cover letter and curriculum vitae addressing each selection criterion detailed
above with specific and comprehensive information supporting each item; names, contact numbers,
and addresses of three professional references; three writing samples.

Packages should be received by COB Wednesday, December 8, 2021 via e-mail:
CentralAsiaJobs@usaid.gov (with autoreply) and/or almatyhr@usaid.gov

Only short-listed candidates will be contacted. No late submissions will be accepted.

USAID/CA reserves the right to obtain from previous employers’ relevant information concerning the
applicant's past performance and may consider such information in its evaluation. If an applicant does
not wish USAID to contact a current employer for a reference check, this should be stated in the
applicant’s cover letter, and USAID will delay such reference check pending communication with the
applicant.

2. Offers must be received by the closing date and time specified above and in Section I, item 3, and
submitted to the Point of Contact in Section I, item 12.

3. To ensure consideration of offers for the intended position, Offerors must prominently reference the
Solicitation number in the offer submission.

V. LIST OF REQUIRED FORMS FOR PSC HIRES

Once the CO informs the successful Offeror about being selected for a contract award, the CO will
provide the successful Offeror instructions about how to complete and submit necessary forms.
VI. BENEFITS/ALLOWANCES

According to Local Compensation Plan.

VII. TAXES



The contractor is solely responsible for all taxation obligations in accordance with cooperating country
laws. USAID reserves the right to request proof of payment of taxes by the employee.

VIII. USAID REGULATIONS, POLICIES AND CONTRACT CLAUSES PERTAINING TO PSCs

USAID regulations and policies governing CCN/TCN PSC awards are available at these

sources:

1. USAID Acquisition Regulation (AIDAR), Appendix J, “Direct USAID Contracts With a
Cooperating Country National and with a Third Country National for Personal Services Abroad,”
including contract clause “General Provisions,” available at

https://www.usaid.gov/sites/default/files/documents/1868/aidar_0.pdf.

2. Contract Cover Page form AID 309-1 available at https://www.usaid.gov/forms .

3. Acquisition & Assistance Policy Directives/Contract Information Bulletins (AAPDs/CIBs) for
Personal Services Contracts with Individuals available at http://www.usaid.gov/work-
cibs .

4. Ethical Conduct. By the acceptance of a USAID personal services contract as an individual, the
contractor will be acknowledging receipt of the “Standards of Ethical Conduct for Employees of

the Executive Branch,” available from the U.S. Office of Government Ethics, in accordance with
General Provision 2 and 5 CFR 2635. See

https://www.oge.gov/web/oge.nsf/OGE%20Regulations .



